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RETENTION SCHEDULES OUT 
OF CONTROL!!  SO MANY 

RECORD SERIES!   AARGH!



Effective records management helps agencies and 

saves money: 

1. Know what records they have, and where they are

Managing Public Records

2. Know what records need to be kept, and for how long

3. Be in compliance with RCW 42.56 – Public Disclosure

4. Provides defensible disposition in that records are 

lawfully and systematically destroyed or transferred
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Remember:

Records and information are an 

agency’s most important assets 

While ordinary and mundane to most,  

records are a vital necessity!records are a vital necessity!

• People come and go

• Technology changes

• Records provide the continuity for the 
ongoing operations of agency



FAQ

• Do I have change everything now?
– You are not required to do anything to your record 

series at all if you choose.  You can do parts or 

certain divisions.  The only requirement will be that at 

some point all unique series for an agency will be put 

into the new single document schedule format.  Any into the new single document schedule format.  Any 

changes you want to make you’ll need to submit them 

in the new format.

• What if I absolutely can’t get to this?
– We’re here to help.  We can get you started and will 

work with you along the way to get your new agency 

schedule revised.  There is no deadline for this. 



FAQ

• What if I want to make changes after the 
new agency schedule is approved?
– You will submit the agency schedule as a whole and 

indicate what changes you are making along with a 

summary sheetsummary sheet

• Why is the deadline so far in advance?
– With the new initial process,  staff needs extra time 

due to more budget cuts to process and review the 

initial new schedules, and the SRC needs extra time 

for their review. Once the all agencies have 

transitioned to the new format, the deadlines are likely 

to change for a faster turnaround



FAQ

• Can I keep my Office Numbers?
– Yes, if you wish.  Office numbers are not required as 

part of the agency schedule 

– Agencies may still continue to use office numbers for 

records center storage and trackingrecords center storage and tracking



First Step to Taming the Beast

Know your business
What is your agency mission?What is your agency mission?

What services/activities/functions 

does it perform, and for whom?

� Look to your website for guidance



Functional Analysis
Key questions when developing meaningful record 
series:

• What functions does the position/department/agency 

perform?  (Include program and support functions)

• What records are created and received in the process • What records are created and received in the process 

of carrying out those functions?

• Who is doing what to whom, and why?

In most instances, position / department / division  and/or 

program  records can be concentrated in a relatively 

small number of records series

Washington State Archives   Documenting Democracy



Make it meaningful

A good record series is immune to:

• Organizational changes and shifts

• Formats and changes to technology

• Changes to business processes

Your business has not changed, the 
methods of how you do business has 

and will continue to change



Is it covered already?
Check first to see if records are covered 
under the approved State General 
Schedule:

• If it is a function of operating the agency • If it is a function of operating the agency 
as a business, good chance it’s covered:

– Agency management and administration

– Financial management

– Managing human resources

– Managing  agency assets, facilities, supplies, 

equipment and information



Remember:

Look at the description of the GS series –
you may call it something different using 
your agency language or terms

If the activity or function meets the 
description criteria, then use the GS series



Ask for a worksheet

• We are happy to pre-populate a worksheet 
with your current active series

• Serves as a records series inventory so 
you can start cleaning houseyou can start cleaning house

• Use to identify what series are to be 
revoked, what series are covered under 
GS, what series to keep/combine/revise



Working it - DFW



Another worksheet - DSHS



Submitted by division



DSHS – Proposed series 

submitted 



Avoid “agency speak”

When creating new or making revisions: 

• Eliminate acronyms and ‘agency speak”

• Titles should be short, sweet and concise • Titles should be short, sweet and concise 
but make sense to more than one person

• Make descriptions more robust, including 
listing examples if need be, feel free to 
add notes and exclusions

• Plain talk – say what it is and does



For example - DSHS

Had 8 “collection files” for different divisions 
and different media

Now: Now: 



Liquor Control Board – color 

coded and tabs



Investment Board



Analyze and Organize

Once housekeeping has been done, take 
the record series that are left and:

• Keep as is, no changes

• Consolidate• Consolidate

• Revise

Then organize what you want to keep for 
inclusion in your agency schedule



Fish and Wildlife

Had 292 series, currently 32



Department of Social and Health Services
Started in 2010 with 1,475 series, reduced 

to 725 (2011), currently at 190 



You Are Not Alone

Records Management

recordsmanagement@sos.wa.gov 

360-586-4901360-586-4901

Subscribe to listserv for the latest updates

http://www.sos.wa.gov/archives
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Thank you, Public 
Records Officers!

Washington State Archives: 
Partners in preservation and access
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